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FI RE RECORDS CLERK

(Competitive Class)

DI STI NGUI SHI NG FEATURES OF THE CLASS

Thi s cl ass enconpasses position(s), the main duties of which are
mai ntai ning personnel and general office records, taking and
transcri bing dictation, conpleting fornms and reports and seeing
that filing systenms are nodified when necessary, typing fornmns,

|l etters, nmenos, etc. Enpl oyees of this class receive genera
instructions for routine tasks and work independently in nost
ar eas. The positions of this class are non-supervisory in

nature and the departnental records clerk reports to and has
work reviewed by the Supervisor of the division to which the
enpl oyee i s assigned.

EXAMPLES OF WORK

Exanples listed below are illustrative only. They are not
intended to include all duties which may be assigned. neither
are they intended to exclude other duties which nmay be | ogqical
assignnents to this class.

Recei ves departnent records and checks themfor conpl eteness and
accuracy, finds errors and either corrects them or returns them
for correction; files records and reports;

Takes and transcribes dictation; types letters, forns,
menor anda, records, reports, etc.; proofreads typed nmaterial and
then mails or distributes such as required;

Opens, sorts, and distributes nmail

Makes entries of routine information in information files,
etc.; revises departnent filing systemwhen required; prepares
weekl y/ mont hl y enpl oyee schedul e and vacati on/sick | eave report;
mai ntains time cards, daily activity summary, mmintains and
fills requests for fire reports. Mai nt ai ns and schedul es
educati on denonstrations and equi pnent.

Gathers data fromfiles for use in preparing reports; prepares
reports frominformation collected fromfiles; wites letters
in answer to requests received or as needed,;

Operates of fice machi nes such as typewiters, copying machines,
addi ng machi nes tel ephone sw tchboard, answering machines,
conputer, etc.;

Answers tel ephone, routes calls to correct person or division,

or gives out routine information; makes and cancel s appoi nt nents
for superiors;
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Perforns related duties assigned. Strict confidentiality
required in relation to arson and juvenile records.

QUALI FI CATI ON REQUI REMENTS

Unl ess otherwi se specified, all requirenments listed bel ow nust
be met by the filing deadline for application for adnission to
t he exam nati on.

Must neet all requirenments of the Minicipal Fire and Police
Civil Service Law, including being a citizen of the United
St at es.

After offer of enploynent, but before beginning work in this
class, nust pass a physical examnation, the selection and
adm ni stration of which shall be authorized by the Appointing
Aut hority, designed to denonstrate good health and physical
fitness sufficient to perform the essential duties of the
position, with or w thout accommodati on.

Must have a high school diploma or a valid certificate of
equi val ency issued by a state departnment of educati on.
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